
Notice PM-2338
UNITED STATES DEPARTMENT OF AGRICULTURE
Farm Service Agency
Washington, DC 20250

For:  State and County Offices

County Office (CO) Vacancy Announcements
Approved by:  Deputy Administrator, Management

1 Overview

A
Background State Offices have been e-mailing vacancy announcements for permanent CO

positions to HRD for uploading to the OPM USAJOBS web site and the HRD
Employment Opportunities Web Page.   The HRD Employment Opportunities
Web Page address is http://dc.ffasintranet.usda.gov/hrd/employmea.htm.

HRD has worked with OPM to:

� develop FSA, RMA, and FAS agency job pages on OPM’s USAJOBS site   

Note: These agency job pages are linked directly to the HRD Employment
Opportunities Web Page on the Intranet.

� obtain OPM approval to use “CO” as the pay plan when posting CO vacancy
announcements

� obtain access for State Offices to USAJOBS to allow States to post CO
vacancy announcements directly to USAJOBS.

B
Purpose This notice:

� informs State Offices that they will assume the responsibility for posting CO
vacancy announcements to USAJOBS

� updates State and County Offices on the new procedures for posting and
accessing CO vacancy announcements.

Disposal Date

October 1, 2003

Distribution

State Offices; State Offices relay to County
Offices
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2 Posting CO Vacancy Announcements

A
Requirements OPM requires that offices submitting vacancy announcements for posting to the

OPM USAJOBS State Offices shall have:

� User ID’s
� passwords.

HRD has already obtained User ID’s and passwords for each State.   Contact
Bobbie Farley at 202-418-8997 or via e-mail at bobbie_farley@wdc.usda.gov to
obtain ID’s and passwords.

B
Submitting
Vacancy
Announcements

Exhibit 1 shows instructions for entering vacancy announcement information into
USAJOBS.   Upon clicking “Submit” at the end of the process uploading the
vacancy announcement, a “Record of Job Entry” will be generated.   See 
Exhibit 2.   The “Record of Job Entry” should be reviewed for errors, printed, and
stored in the file.  The control number allows the State to edit, delete, or update
the vacancy announcement as needed.

State Offices may familiarize themselves with this system by logging onto
USAJOBS as a demo user.  Visit http://webentry.usajobs.opm.gov/.  
Type “demo” for first name, last name, and password and then navigate through
the USAJOBS online entry system without posting an announcement to the live
OPM job site.

C
State Office
Responsibility

State Offices have the responsibility for posting CO vacancy announcements to
USAJOBS.  State Offices shall designate both primary and back-up individuals
responsible for completing uploads. These individuals will be assigned User ID’s
and passwords  for uploading to USAJOBS.  

D
Contact Direct questions to Bobbie Farley at 202-418-8997 or e-mail 

bobbie_farley@wdc.usda.gov.

E
Amending
27-PM

HRD will amend 27-PM to reflect these changes.
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Notice PM-2338 Exhibit 1

Entering Vacancy Announcement Information Into USAJOBS
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)

11-26-02 Page 3



Notice PM-2338 Exhibit 1

Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Entering Vacancy Announcement Information Into USAJOBS (Continued)
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Recording Job Entries
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Recording Job Entries (Continued)
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